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The  Trustees  of  the  Massachusetts  Agricul¬ 
tural  College,  beheving  it  desirable  to  formulate 
a  definite  statement  of  policy  relative  to  the 
status  of  members  of  the  staff,  administrative 
and  professional,  but  not  intending  to  create 
contractual  rights  or  obhgations  on  either  side, 
hereby  set  forth  the  following  statement  of  prin¬ 
ciples  concerning  the  relations  between  the  col¬ 
lege  and  members  of  the  staff.  This  statement 
of  principles  is  expressly  conditioned  upon  the 
lawful  authority  of  the  Trustees  in  the  premises 
from  time  to  time  and  upon  their  ability  to  secure 
adequate  appropriations  from  the  legislature,  and 
is  subject  to  all  present  or  future  laws  of  the 
Commonwealth  and  valid  regulations  by  any  au¬ 
thorized  department  or  agency  of  the  state  gov¬ 
ernment.  The  Trustees  furthermore  reserve  to 
themselves  the  right  from  time  to  time  in  their 
discretion  to  make  such  changes  in  or  additions 
to  this  statement  of  principles  as  to  them  may 
seem  proper.  No  agreement  relative  to  salary 
increases,  vacations,  tenure  of  service,  or  other 
terms  of  employment,  made  with  an  employee  or 
to  a  prospective  employee  by  anyone  other  than 
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the  President  is  valid  —  it  being  understood  that 
this  memorandum  sets  forth  in  general  the  terms 
of  employment  and  that  all  interpretations  rela¬ 
tive  to  such  are  to  be  made  by  the  President. 

1.  Responsibility:  Every  member  of  the 
staff  is  regarded  as  an  employee  of  the  institution 
rather  than  an  employee  of  an  individual  or  of 
an  individual  department.  Accordingly,  every 
employee  is  not  only  responsible  to  the  head  of 
his  department,  the  head  of  his  division  or  his 
director,  but  is  also  responsible  to  the  President 
and  subject  to  the  direction  of  the  President  in 
case  the  latter  desires  to  exercise  such  authority. 
Individuals  are  also  responsible  to  the  Dean,  the 
Treasurer,  or  other  officers  in  certain  adminis¬ 
trative  relations  delegated  by  the  Trustees  or  the 
President  for  enforcement  by  such  officers. 

2.  Length  of  Service:  Employees  of  the 
grade  of  instructor  and  investigator  will  be  ap¬ 
pointed  for  terms  of  one  year;  employees  of  the 
grade  of  Assistant  Professor  will  be  appointed  for 
terms  of  three  years;  employees  of  the  grade  of 
Professor  and  of  Director  will  be  employed  on 
indefinite  or  permanent  appointment: 

Provided: 

a.  That  the  employee  agrees  not  to  resign 
during  the  employment  year,  and  at  the 
end  of  the  year  only  on  three  months^ 
notice  or  unless  released  by  the  Trustees. 

The  employee,  however,  may  ask  for  a 
release  prior  to  the  end  of  the  employ¬ 
ment  year,  by  the  presentation  of  a  writ¬ 
ten  request  to  the  President,  endorsed 
by  the  head  of  the  department  and  other 
proper  administrative  officer  or  officers. 
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b.  That  the  Trustees  of  the  College  may  call 
for  a  resignation  on  three  months’  notice 
to  take  effect  at  the  end  of  the  year  of 
employment. 

C.  That  the  Trustees  reserve  the  right  of  im¬ 
mediate  dismissal  of  any  employee  for 
insubordination,  immorahty,  or  gross 
inefficiency;  but  in  this  event  the  em¬ 
ployee,  prior  to  dismissal,  shall  have  the 
opportunity  to  appear  before  the  Trus¬ 
tees  or  their  proper  committee  to  present 
such  statements  as  he  may  care  to  make. 

Three  months  prior  to  the  expiration  of 
one-year  or  three-year  appointments, 
the  Trustees  will  notify  employees  of 
their  reappointment  provided  such  is 
made. 

The  employment  year  is  as  follows:  For 
teachers  and  officers  of  administration, 
September  1  to  August  31. 

For  members  of  the  Experiment  Station 
and  Extension  Service  staffs,  December 
1  to  November  30. 

3.  Working  Time:  It  is  understood  by  each 
member  of  the  staff  that  the  institution  com¬ 
mands  his  or  her  entire  working  time.  It  is  ob¬ 
vious  that  in  an  educational  institution,  members 
of  the  administrative  and  technical  staffs  cannot 
be  confined  to  an  exact  schedule  of  clock  hours. 
They  are  expected  to  perform  adequately  and 
fully  the  work  assigned  to^  them,  and  rehance 
must  be  placed  upon  them  to  use  their  conscience 
and  judgment  with  respect  to  the  rendering  of 
full  service.  In  the  case  of  experiment  station 
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workers  forty-four  hours  per  week  in  the  labora¬ 
tory  may  be  regarded  as  a  standard;  in  the  case 
of  teachers,  insofar  as  is  practicable,  the  range  of 
full-time  teaching  hours  per  week  will  not  be  less 
than  ten  ‘‘ credit  hours  nor  more  than  eighteen. 

4.  Vacations:  It  is  intended  that  each 
member  of  the  said  staffs  will  have  during  each 
twelve  months  four  weeks^  vacation,  at  such  time 
as  may  be  agreed  upon  with  the  President.  By 
mutual  agreement,  this  vacation  may  be  taken 
for  eight  weeks  in  alternate  years. 

5.  Professional  Improvement:  So  far  as 

the  work  of  the  institution  and  the  finances  at 
its  disposal  may  permit,  the  Trustees  intend  that 
each  member  of  the  professional  staff  of  the 
grade  of  instructor  and  above  shall  have  an  op¬ 
portunity  to  spend  the  equivalent  of  two  months 
each  year  in  professional  improvement.  By 
mutual  agreement,  however,  the  allotted  time 
for  professional  improvement  may  be  reserved, 
and  four,  six  or  twelve  months  may  be  taken  at 
the  end  of  two,  three,  or  six  years  respectively. 
The  period  devoted  to  professional  improvement 
is  not  a  vacation  nor  a  leave  of  absence  but  is  in¬ 
cluded  in  the  service  of  the  employee  and  con¬ 
sequently  the  regular  salary  is  continued  during 
the  period.  Officers  of  administration  are,  in 
general,  included  in  these  provisions  for  profes¬ 
sional  improvement,  but  because  of  the  nature 
of  administrative  work  the  time  devoted  thereto 
will  necessarily  be  more  or  less  irregular. 

6.  Rules  Governing  Professional  Im¬ 
provement:  Professional  improvement  is  de¬ 
fined  rather  broadly  to  include  all  work  under¬ 
taken  by  an  employee  of  the  institution  to  ad¬ 
vance  his  efficiency  in  the  particular  work  which 

6 


the  institution  engages  him  to  perform.  In 
general,  it  includes  home  study,  travel,  study  or 
research  work  in  other  institutions,  writing, 
professional  efnployment  with  or  without  pay, 
administrative  experience,  study  of  teaching 
methods,  attendance  at  professional  conferences 
or  conventions. 

Each  employee  will  present  to  the  President 
at  least  three  months  before  his  proposed  absence, 
a  project  for  professional  improvement  endorsed 
by  the  proper  superior  officer.  This  project 
should  define  clearly  the  work  proposed  and 
indicate  how  it  will  increase  the  efficiency  of  the 
individual. 

The  employee’s  salary  will  go  on  as  usual  but 
no  other  expense  for  professional  improvement 
will  be  paid  by  the  institution  except  as  indicated 
in  paragraph  eight. 

Any  time  period  for  professional  improvement 
which  may  have  accrued  is  forfeited  by  an 
employee  upon  his  resignation  or  release. 

7.  Attendance  at  Conventions :  Members 
of  the  staff  above  the  grade  of  instructor,  em¬ 
ployed  in  teaching,  in  research,  or  in  extension 
work  are  expected  to  attend  conventions  or 
meetings  of  a  professional  character.  However,, 
permission  to  attend  either  professional  or  ad- 
ministrational  meetings  is  to  be  specifically 
granted  through  the  proper  channels,  and  when 
granted  the  institution  engages  to  pay  one-haK' 
of  the  expense  of  such  attendance  but  not  to* 
exceed  $75  for  one  person  in  one  year.  Meni- 
bers  of  the  staff  attending  meetings  chiefly  of  an 
administrative  character  will  have  their  entire 
travehng  expenses  paid  by  the  institution. 
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8.  Outside  Work:  It  is  recognized  as  a 
fundamental  principle  that  the  members  of  the 
staff  of  the  institution  are  employed  to  serve  the 
interests  of  the  Commonwealth.  For  this  reason 
and  also  because  it  is  recognized  that  the  working 
time  of  the  employee  belongs  to  the  institution, 
the  President  should  be  apprised  from  year  to 
year  of  the  extent  and  nature  of  the  professional 
service  rendered  by  the  employee  other  than  that 
covered  by  the  salary  paid  by  the  institution. 
It  is  understood  that  earnings  from  such  services 
are  entirely  legitimate  so  long  as  the  services 
rendered  may  fairly  be  called  professional,  and 
so  long  as  they  do  not  interfere  with  the  regular 
duties  of  the  employees  nor  contravene  the  obh- 
gation  of  the  institution  to  furnish  expert  knowl¬ 
edge  and  counsel  to  the  people  of  the  State  with¬ 
out  charge.  Reference  is  here  made  to  such 
services  as  judging  at  fairs  and  exhibitions,  writ¬ 
ing  books  or  for  periodicals,  public  lectures  and 
addresses,  or  professional  service  to  individuals 
or  corporations. 

9.  The  Retirement  Fund:  Employees  of 
the  Massachusetts  Agricultural  College  are  em¬ 
ployees  of  the  State,  and  as  such  are  subject  to 
the  regulations  of  the  State  Retirement  Fund. 
The  provisions  of  this  are  briefly  stated  as  fol¬ 
lows:  Five  per  cent  of  the  annual  salary  of  each 
employee  is  deducted  from  the  monthly  pay¬ 
ments  of  salaries  up  to  $1,560  per  year.  On 
retirement  from  the  State  service,  employees 
receive  an  annual  pension  provided  by  the 
retirement  allowance  and  supplemented  by  an 
equal  amount  contributed  by  the  State.  Em¬ 
ployees  are  retired  on  the  following  basis: 
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1.  Any  time  after  the  age  of  60  with  15  years 

service. 

2.  Any  age  with  15  years  service  for  per¬ 

manent  disabihty. 

3.  Any  age  with  35  years  of  service. 

4.  Compulsory  retirement  at  age  of  70. 

GENERAL  REGULATIONS 

1.  Individuals  wishing  to  bring  official  pro¬ 
jects  or  communications  to  the  attention  of  the 
President  or  to  the  Trustees  should  do  so  through 
their  department  or  division  head  and  director. 
However,  the  rights  of  personal  conference  with, 
and  formal  appeal  directly  to  the  President  are 
denied  to  no  one. 

2.  Each  member  of  the  staff  is  expected  to  at¬ 
tend  regularly  every  meeting  of  the  staff  and 
committees  of  which  he  is  a  member. 

3.  Teachers  are  expected  to  recognize  that 
their  first  obhgation  is  to  meet  all  class  engage¬ 
ments  for  which  they  are  scheduled,  and  only  in 
extraordinary  emergencies  are  they  justified  in 
faihng  to  meet  such  appointments. 

4.  Additional  compensation  for  special  ser¬ 
vices  at  the  institution  is  rarely  granted. 

5.  Absence  of  a  member  of  the  staff  due  to 
illness  should  be  reported  in  writing  to  the 
President  when  such  absence  has  continued  for 
one  week. 

6.  Resignations  should  be  addressed  and  sent 
to  the  President,  being  transmitted  through  the 
department  and  division  heads  and  director. 
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7.  The  normal  order  of  creation  of  positions 
in  a  given  department  will  be  as  follows :  (Gradu¬ 
ate  work  and  Short  Courses  are  included  in  in¬ 
struction.) 


Instruction 

a.  Professor,  Head  of  Department. 
h.  Instructor. 

c.  Assistant  Professor. 

d.  Professor. 

e.  Instructor. 

/.  As  a  department  develops 
schedule  will  be  repeated. 

Graduate  assistants  as  may  be  needed. 


(or  reverse  4  and  5). 

the  above 


In  a  department  the  head  of  which  has  an  un¬ 
usual  amount  of  administrative  work,  the  second 
position  may  be  that  of  Professor,  the  third. 
Instructor,  etc. 

Investigation 

a.  Investigator  (of  grade  of  Instructor). 
h.  Assistant  Research  Professor, 
c.  Research  Professor. 

Extension  Service 
a.  Assistant  Extension  Professor. 
h.  Extension  Professor. 

8.  A  reference  to  the  probable  amount  and 
frequency  of  salary  increases  will  be  included  in 
an  explanatory  note  to  be  sent  to  new  appointees. 

9.  Maximum  salaries  will  vary  with  different 
men  and  positions.  It  is  not  possible  to  develop 
a  formula  which  would  determine  these  maxima, 
but  recommendations  to  the  Trustees  are  to  be 
left  to  the  judgment  of  the  President  based  upon 
recommendations  from  department  and  division 
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heads  and  directors.  If  feasible,  a  plan  of  per¬ 
sonal  rating  will  be  developed  and  employed  as 
an  additional  basis  for  promotions  and  salary 
increases. 

10.  No  extra  salaries  will  be  paid  for  work  in 
the  Summer  School. 

11.  It  is  not  thought  expedient  to  establish 
a  rule  relative  to  the  age  beyond  which  the  salary 
of  an  individual  should  not  be  increased.  This 
question  is  a  personal  one  and  should  be  decided 
upon  individual  merit.  Nor  is  it  desirable  to 
make  an  inviolable  rule  that  no  person  in  a  de¬ 
partment  should  receive  a  larger  salary  than  the 
head  of  the  department,  because  cases  may  arise 
where  it  would  seem  justifiable  to  pay  a  higher 
salary  than  the  head  of  the  department  receives. 

12.  It  is  not  feasible  to  establish  a  definite 
retiring  age  (except  as  State  law  may  require). 
There  should  be,  however,  a  definite  understand¬ 
ing  that  the  Trustees  may  through  the  President 
of  the  College  approach  a  member  of  the  staff 
as  he  comes  to  the  age  of  sixty,  for  the  purpose 
of  taking  up  with  him  the  question  of  the  prob¬ 
able  date  of  his  complete  retirement  or  a  gradual 
retirement  from  existing  responsibilities.  It  is 
generally  regarded  that  after  the  age  of  sixty  to 
sixty-five  a  man’s  best  contribution  to  the  Col¬ 
lege  can  be  made  in  some  other  capacity  than 
that  of  head  of  a  department.  It  is  also  hoped 
that  it  will  be  possible  to  retain  in  paid  service 
men  released  from  full  responsibility  for  previous 
work. 
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Massachusetts  Agricultural  College 


Sample  of  Official  Appointment  Sheet 

Date 

To _ 

acting  by  authority  of  the  Trustees  of  Massa¬ 
chusetts  Agricultural  College. 

I  hereby  appoint  you  to  the  position  of _ 

_ at  a  salary  of  $ _ per 

year,  payable  in  twelve  monthly  instalments  on 
the  last  day  of  each  month. 

This  appointment  will  take  effect _ 

The  period  of  service  will  be _ 


President. 

I  accept  the  above  position  and  agree  to 
abide  by  the  regulations  prescribed  by  the 
Trustees  from  time  to  time. 


Employee. 


Date. 


Note 

1 .  An  appointment  to  a  salaried  position  at  this  institution 
is  authoritative  only  when  made  in  writing  by  the  President 
of  the  College  or  by  the  Acting  President. 

2.  Immediately  upon  arrival  in  Amherst  the  appointee 
should  report  at  the  President’s  Office,  at  which  time  the 
President  will  sign  an  official  memorandum  of  appointment 
to  the  Treasurer,  authorizing  the  individual’s  name  to  be 
placed  upon  the  salary  pay  roll.  The  date  at  which  salary  is 
to  begin  will  coincide  with  date  of  report  to  the  President  and 
Treasurer. 

3.  Copy  of  the  memorandum  should  be  presented  person¬ 
ally  to  the  Treasurer;  its  receipt  by  the  Treasurer  in  this  man¬ 
ner  constitutes  his  official  notification  of  the  person’s  appoint¬ 
ment. 
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Ai^pointment  of  Clerks 

1.  Appointments:  Appointments  to  cleri¬ 
cal  positions  are  made  from  a  list  of  approved 
candidates  available  at  the  president’s  office. 
Appointments  are  made  in  full  accord  with  fur¬ 
ther  regulations  as  herein  stated.  No  clerical 
assistance  shall  be  employed  except  by  vote  of 
the  Trustees’  Committee  on  Finance,  except  that 
emergency  appointments,  not  exceeding  thirty 
days  in  duration,  may  be  made  upon  approval  of 
the  President  of  the  College. 

2.  Period  of  Employment:  The  term  of 
employment  is  indefinite,  conditional  upon  satis¬ 
faction  being  given  to  the  head  of  department 
and  to  the  administration  of  the  Institution. 

3.  Hours  of  Service:  Hours  of  service  are 
from  8  to  12  a.m.  and  from  1  to  5  p.m.  daily; 
half  hohdays  are  granted  on  Saturdays.  Em¬ 
ployees  are  expected  to  observe  these  hours 
punctually. 

4.  Overtime:  Heads  of  departments  may, 
in  emergencies,  require  overtime  work  without 
additional  pay  in  amount  not  to  exceed  four 
hours  per  week.  Overtime  in  excess  of  this  may 
be  offset  by  additional  vacation. 

5.  Vacation:  Vacation  with  pay  is  allowed 
on  the  basis  of  two  working  days  for  each  month 
of  service  rendered  to  such  members  of  the 
clerical  staff  as  remain  in  the  employ  of  the  in¬ 
stitution  for  at  least  six  months.  Vacation 
periods  are  determined  by  department  heads, 
subject  to  the  approval  of  the  president’s  office; 
but  no  vacation  shall  be  allowed  until  earned  in 
accordance  with  this  statement.  Absences  due 
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to  illness  may  be  considered  as  vacation.  It  is 
understood  that  vacations  within  a  department 
shall  be  so  arranged  as  to  make  it  unnecessary 
to  employ  substitute  assistance. 

6.  Reports:  Weekly  reports,  stating  hours 
of  service,  rendered  each  day,  shall  be  filed  in 
the  president's  office  by  all  employees  affected 
by  these  regulations. 
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